
 
 
 
 
 
 
 
 
 
 
 
 
 

HOW TO OBTAIN LOCAL 
GOVERNMENT  PERMITS 

FOR A CHILD CARE CENTER LICENSE OR A 
FAMILY CHILD CARE REGISTRATION IN 

REGION 4 
 
 
 
 
 
 
 
 
 
 
 
 
 

Abstract 
This document provides instruction and/or contact information to aid 
child care applicants in obtaining required local government permits 

in Prince George's County. 
 
 
 

Prince George's County Office of Child Care 
807 Brightseat Road 

Landover, 1\IID 20785 
(301) 333-6940 
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STEPS IN OBTAINING INITIAL CHILD CARE CERTIFICATE OF REGISTRATION, 
LICENSE OR A LETTER OF COMPLIANCE. 

 
1. Complete the online Child Care Orientation 
2. File and Obtain your Use and Occupancy Permit Job card (refer to the Resource 

List it wll be listed under permits and attachments). 
3. Request and Pay for a Fire Inspection (refer to the Resource List and attachments) 
4. Complete and Submit the OCC form 1268 - Environmental Health Survey if you 

have private wells and Sewage Disposal Systems (refer to the Resource list. Ensure 
that the Health Dept. return the form to OCC). 

5. INTIATE THE PROCESS WITH THE OCC 
A. If the Applicant resides in an Apartment Complex or RENTAL 

property a Notarized letter from the Residential Management office or 
Landlord must accompany the Application granting permission to 
operate a child care business at the residence 

B. Obtain Use and Occupancy (U&O) 
(Go To Permits Office and apply for U &0 with a front page copy of your Application) 

C. Submit a copy of your Approved Use and Occupancy Permit to the OCC. 
(NO FACILITY TRADE NAMES WILL BE ACCEPTED FOR 
FAMILY AND LARGE FAMILY APPLICANTS). 

D. The Fire Department will submit to OCC an approved Fire Inspection 
Report (once completed) 

E. OCC must receive an approved Environmental Health Survey (Form 
1268) before approval a License/Registration/LOC will be approved. 

 

 
6. Obtain Criminal Background Check (CBC). If the facility is a Large Family and or 

Center applicant you must obtain a Criminal Background Check approval number 
from CJIS to be used along with the Region 4, Prince George's County 
Authorization Number #1100000042 .Family Child Care applicants must always use 
the Prince George's County Authorization Number. 

7. For General Questions, a Licensing Specialist is on duty at 301-333-6940, Monday 
Friday from 8:30 am- 5:00pm. 

3 
 



Resource List 
 

 

Regional Office 
Prince George's County 
DaNita Moore- Regional Manager 

 

Region IV 
807 Brightseat Road 
Landover, Maryland 20785 
301-333-6940 Main 
301-499-6999 Fax 

 

Maryland National Capitol Park and 
 

14741Governor Oden Bowie Drive 
Planning Commission (MNCPPC) Upper Marlboro, Maryland 20772 
County Administration Building 301-952-3195 or 301-952-3208 
Ms. Armstrong. Special Exception Application CAB 
There is a fee. 301-952-3209 

 

Department of Permits, Inspections 
and Enforcement - Office for Use 
and Occupancy (Apply online) 
There is a fee. 

 

9400 Peppercorn Place 
Upper Marlboro, Maryland 20774  301-883-5776 or 
301·883-5784 
http://www. princegeorgescountymd.gov/sites/dpie/Services/lnspections/Occupancy 

 

Bureau of Fire Prevention and 
Investigation Fire Services Building. 
There is a fee. 

 

6820 Webster Street 
Landover Hills, Maryland 
20784 301·583-1956 

 

City of Laurel Maryland 
Department of Development 
Management 
Planning Commission (Zip Codes 
20707 & 20708). 
There is a fee. 

 

8103 Sandy Spring Road 
Laurel, Maryland  
20707 
301-725-5300 ext. 238 

 

CJIS- Central Justine Information 
System Criminal Background 
Checks There is a fee. 

 

P.O. Box 32708 
Pikesville, Maryland 21201 
410-764-4501 

 

The Child and Adult Food Care 
 

200 W. Baltimore Street 
Program-CACFP Baltimore, Maryland 21201 
The Prince George's County Public 410-767-0199  or 
Schools 13300 Old Marlboro Pike, Room 6 

Upper Marlboro, MD 20772 
301-780-5810 
www1.pgcps.org/foodandnutrition/index.aspx?id=174414 

 

Prince George's County Health 
Department 
Environmental Engineering/Policy 
Program 
Wells and Sewage Disposal Systems 

 

largo Government Center 
9201 Basil Court, Suite 318 
largo, MD 20774 
Office Hours: 7:30 a.m. to 4:00 p.m. 
Monday through Friday, except County Holidays 
Phone:301-883-7681 
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Prince George's County 
Municipalities 
Contact your local Town Office to 
inquire about any specific 
requirements, laws, fees, licenses, 
etc... that are required to operate 
a family child care home. 

 
There may be a fee: 

Berwyn Heights- (301) 474-5000 
Bladensburg- (301) 972-7048 
Bowie- (301) 262-6200 
Brentwood- (301) 927-3344 
Capitol Heights- (301) 336-0626 
Cheverly- (301) 773-8360 
College Park- (301) 487-3501 
Colmar Manor- (301) 277-4920 
Cottage City- (301) 779-2161 
District Heights- (301) 336-1402 
Eagle Harbor- (301) 888-2410 
Edmonston - (301) 699-8806 
Forest Heights- (301) 839-1030 
Glenarden - (301) 773-2100 

 

Greenbelt- (301) 474-8000 
Hyattsville- (301) 985-5000 
Landover Hills- (301) 773-6401 
Laurel - (301) 725-5300 
Morningside -(301) 735-2300 
Mount Rainier- (301) 985-6585 
New Carrollton- (301) 459-6100 
North Brentwood- (301) 699-9699 
Riverdale Park- (301)927-6381 
Seat Pleasant- (301) 336-2600 
University Park-  (301) 927-4262 
Upper Marlboro -(301) 627-6905 

 
http://msa.maryland.gov/msa/mdmanual/36loc/pg/html/pgmu  .html 

5 
 

http://msa.maryland/


GUIDELINES FOR OBTAINING A USE & OCCUPANCY CERTIFICATE 
 

For Assisted living, Congregate living and Adult Care Facilities 
 
The Prince George's County Building Code Sub-Title 4 Section 4·118 require a use & occupancy certificate 
to operate the following types of care facilities: 

• Assisted Living 
• Boarding Houses 
• Adult Care Facilities 

• Congregate Living 
• Lodging Houses 
• Day care facilities 

 
All facilities are required to comply with the following applicable county model code and ordinance before 
the Use & Occupancy Certificate is issued: 

 
• 2015 International Building Code 
• 2015 International Residential Code 
• 2015 National Fire Protection Code 
• 2015 Prince George's County Sub-Titles 

 
Please .refer to the attached documents for code reference based on the type of facility. 

 
Be advised that an AUTOMACTIC SPINKLER system is required for the protection of occupants in 
Residential and Institutional use categories mentioned above, even including existing buildings. 

 
CODE REFERENCE: 

 
2015 International Building Code Section 310.5.1 Care Facilities within a DWELLING :  Care facilities for five 
or fewer persons receiving care that are within a single-family dwelling are permitted to comply with the 
International Residential Code provided an AUTOMATIC SPRINKLER SYSTEM is installed in accordance  with 
section 903.3.1.3. 

 
No ADA (accessibility) requirements are applicable, if no work is performed and the occupant load is FIVE (S) or 
fewer persons. Anything (occupant load) above FIVE (5) persons, building must comply with ADA requirements. 

 
2015 International Building Code Section 310.6 Residential Group R-4:Residential Group R-4 occupancies shall 
include building, structures or portions thereof for more than FIVE (5) but not more than SIXTEEN (16) 
persons, excluding staff, who reside on a 24-hour basis in a supervised residential environment and receive 
custodial care. Group R-4 occupancies shall meet the requirements for construction as defined for Group R-3 and 
with the National Fire Protection Code 101, including AUTOMATIC SPRINKLER SYSTEM.R-4 Group includes 
the following: 

 
Alcohol & drug centers, Assisted living facilities, Congregate care facilities, Group homes, Halfway houses, 
Residential board and care facilities and Social rehabilitation facilities. 

Group R-4 shall comply with ADA requirements (accessible ramp, bathroom, corridors etc.) 
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PROCEDURE TO OBTAIN A USE & OCCUPANCY CERTIFICATE 
 
 
 
 

• The applicant shall submit a Use & Occupancy application at the permit center located on the 1st 

floor. 
• The intake staff in the permit center processes the application and provides a case number, and identifies the 

reviews required in EPermits including Fire review section, if the building is NOT sprinkled. 
• Applicant obtains approval including Park & Planning. 
• The applicant shall submit a building permit application with plans for review by the Building Plan Review 

Division, if any work is proposed to be done on the premises. 
• The applicant shall submit SPRINKLER SYSTEM shop drawings through a SPRINKLER CONTRACTOR after 

obtaining approval from a DPIE certified Third party reviewer (list attached),for approval by the Fire/Life 
Safety Unit within the Building Plan Review Division. A permit will be issued for the installation of the 
approved sprinkler system. 

• The applicant shall install the SPRINKLER SYSTEM in the premises and complete construction work (if a 
building permit  is obtained) . 

• The applicant shall call for inspection of both construction work and the SPRINKLER SYSTEM . 
• The Inspection Division will issue the Use & Occupancy once the work is completed and all the inspections 

are approved. 
• FYI- U & 0 checklist shall be attached to ALL U & 0 applications. 
• http:://www.princegeorgescountymd.gov/sites/DPIE/Resources/Forms/lnspection%20Forms/DPIEUandO 

ChecklistAndletter3.8.16pdf 
 
 
 
 
 
 
 
 

File:BRD- March 31, 2016 
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